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BSO Tutorial for Tax Year 2008

W-2 Online

Contains the following lessons:

e Create Forms W-2 Online
e Resume Unsubmitted Forms W-2
e Download Submitted Forms W-2




BSO Tutorial — Tax Year 2008 W-2 Online

LESSON 1: CREATE FORMSW-2 ONLINE
Follow the instructions below to create up to 20 Forms W-2 online.

STEP 1: Point your browser to the Business Services Online (BSO) Welcome page:
www.soci al security.gov/bso/bsowel come.htm.
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W-2 Online

Social Security Online

hitp:iival.ssa.govl

Online Services Availability
Monday-Friday: 5 AM - 1 AM EST
Saturday: S AN - 11 I EST
Sunday: 8 AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S BACK BUTTON

Effective as of October 2007, your Personal
[dentification Mumber (PIN) is now referred to as
your User 1D

Information

BSO Electronic W-2 Filing Handbook
SSNYS Handhook

Video - Software Demonsiration
Tutorial

Employer Information

Suite of Services

Apply For EIN

Navigation

Online Security Policy

The Privacy Act and the Freedom of
Information Act

Contact Us

Electronic Records Express
Government fo Government Services
Online

News

o Wage News
Electronic Records Express News

Social Security Number Verification News
Consent Based SN Verification
Form SSA-1694 News

Business Services Online

Home | Questions? Contact Us

BSO HELP

5 Business Services Online
Welcome to Business Services Online

Business Services Online (BSO) enables organizations and authorized individuals to conduct business with and submit confidential
information to the Social Security Administration. You must Register to use this website. Registered users may Request, Activate and
Access various BSO services and functions.

REGISTRATION - If you are a new user, select the "Register” button to create a password and receive your User ID. If you have
started and need to complete your Registration process, select the "Complete” button. In either case, after your Registration is
complete, you can Request, Activate and Access services and functions.

LOG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to login and
display the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
Maintenance” to request activation of additional services and functions, deactivate your User ID, and/or change your password or
contact information.

Informacicn para el Empleador en Espafiol

Log in to Business Services Online here

Complete Phone Registration

New user? Register for Business Services Online here

Complete Phone Registration what is this?

Explanation of BSO Sarvices
Reporting Wages to the SSA

Allows you to send farms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by directly
keying W-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available. If
you have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionally, you may ask
for a one fime 15-day extension to the deadline for resubmitting your wage file.

IMore information about Reporting Wages

Social Security Number Verification Service (SSNVS)

Forthe purposes of completing W-2 and W-2c SSNVS allows you to complete an online form or submit specifically formatted
files to request verification of names and Social Security Numbers of employees of the company for which you wark or the
company that has hired you to perform this service.

More information about Verifying Social Security Numbers

Form 88A-1694 Request for Business Entity Taxpayer Information
Business entities that have attomney and/or non-attorney representatives as pariners or employees who receive direct payment
must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how to register, contact
QCO.AREP Regisiration@ssa.gov.
Select Login to complete, update or view the Form SSA-1694
Select Register to obtain a User ID and password to complete the Form SSA-1694.

lore information about the Atforney Fee Service

Have & question? Call 1-800-772-6270 to speak with Employer Customer Service personnel
For TODATY call 1-800-325-0778

“TBhew

Privacy Policy | Webstte Policies & Other Important Information | Stte Map
Last reviewed or medified Wednesday Nev 21, 2007

Need Larger Tex{?

Social Security Administration
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STEP 2: Select the Log In button on the BSO Welcome page. The system displays the Log In to
BSO page.

Sodial Security Online Business Services Online
www.socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation
Log In to BSO BSO HELP
BSO Welcome » Login

Online Services Availability

» Monday-Friday: & Al - 1 AM EST

e Saturday: 5AM-11 PMEST User ID:

» Sunday: 8 AN - 11:30 PH EST (formary refemad to s PIN)

Password: Forgot your password?

DON'T USE YOUR BROWSER'S .
BACK BU.I_I_ON (not case sensitive)
| understand that the Social Security Administration (SSA) will validate
the information | provide against the information in SSA's files.
Effective October 2007, your | certify that:

Personal Identification Number (PIN) : )

is now referred to as your User ID.

| understand that | may be subject to penalties if | submit fraudulent
information. | agree that | am responsible for all actions taken with
my User D

MNeed fo complete your phone
reqistration?

| understand that SSA may prevent me from using these services if
S5A determines or suspects there has been misuse of the
senvices.

| am aware that any person who knowingly and willingly makes any
representation to falsely obtain information from Social Security
records and/or intends to deceive the Social Security
Administration as to the true identity of an individual could be
punished by a fine or imprisonment, or bath.

| am authorized to do business under this User ID.

By checking the box below you certify that you have
read, understand and agree 1o the user certification of
Business Services Online.

O | Accept

Cancel | Login

Hawve a guestion? Call 1-800-F72-6270 Monday through
Friday, 7:00 a.m. te 7:00 p.m. Eastern Tims to =psak with Employsr Customer
Service perzennel For TDOVTTY call 1-800-325-0778

www._socialsecurity.gov BSO Welcome | BSO Information | Keyboard Navigation

STEP 3: Enter your User ID and password.

STEP 4: Select the “I Accept” check box after reading the conditions defined on the Log In to the
BSO page. Select the Login button. The system displays the BSO Main Menu page (To
return to the BSO Welcome page, select the Cancel button.).
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Socil Security Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

g

’ﬁf’f* Main Menu LOGOUT | BSO HELP

Online Services Availability

Welcome, KAMALJIT RANDHAWA
Your password expires on September 15, 2008

Monday-Friday: 5 AM - 1 AM ET
Saturday: 5 AM - 11 PMET
Sunday: & AN - 11:30 PM ET

Report Wages To Social Security

DON'T USE YOUR BROWSER'S BACK Submit, download or process W-2s and \W-2cs
BUTTON View submission status. acknowledge resubmission notices or

Request resubmission extensions

To use any Business Services

Online, you must first request access . . .
to that semvice, To request accoss o ViEW File / Wage Report Status with Name / SSN Errors

BSO services, select "Account View report status, errors and naotice information
Maintenance”. From the Account
Maintenance page, select "Request  §p¢ijal Security Numbers Verification Service
AccessllolES IR IVicesE Request online SSN verification, or
Submit files for 35N verification

Form S8A-1694 Request for Business Entity Taxpayer Information

Submit or update a Business Taxpayer Information form to receive form 1099 for work related to claimant
representation

Account Maintenance
Request, activate or remove access to serices
Re-request activation code for senvices
Change your password
Update your user registration or employer information, or Remove employer information

Have a question? Call 1-800-772-6270 Monday through
Friday, 7.00 a.m. to 7:00 p.m. Eastern Time to =peak with Employer Customer
Service perzonnel. For TOD/TTY call 1-800-325-0778.

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

STEP5: Select the Report Wagesto Social Security link.

Report Wages To Social Security
Submit, download or process W-2s and W-2cs
View submission status, acknowledge resubmission notices or
Request resubmission extensions

The system displays the Report Wages to Social Security menu page.

Social Security Administration Page 4
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Socil Security Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Report Wages to Social Security LOGOUT | BSO HELP

B350 Main Menu = Report Wages to Socisl Sscurnity

Online Services Availability
Honday-Friday: & Al - 1 Al ET Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View

o Saturday: S AM- 11PN ET Submission Status
» Sunday: 8 AM - 11:30 PM ET

Resubmission Notice Processing
DON'T USE YOUR BROWSER'S BACK|
BUTTON

Acknowledge resubmission notices and request resubmission extensions

BSO Main Menu

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. te 7:00 p.m. Eastern Tims to speak with Employer Customer
Service persennel For TOOTTY call 1-800-325-07748.

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

STEP 6: Select the Submit or Resubmit Wage File, W-2 Online, and W-2¢ Online and View
Submission Statuslink.

The system displays the Submit or Resubmit Wage File, W-2 Online, and W-2c Online
and View Submission Status menu page.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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Socil Seculity Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

/s Submit or Resubmit Wage File, W-2 Online, and
S W-2¢ Online and View Submission Status

BSO Main Menu > Report Wages te Social Security = Submit or Resubmit Wage File, W-2 Cnling, sng W-2Zc Cnling and View Submission

LOGOUT | BSO HELP

Status

Online Services Availability
o NondsyFraay-can-1aner  Submita W-2 Wage File

o Saturday: 5 AM- 11 B ET Send an electronic file that contains annual wage data in the EFVW2 format. You may submit a new EFWW2

o Sunday: 5 Al -11:30 P ET submission, an EFW2C submission to correct previous reports, or, if 8 Resubmission Motice has been received,
resubmit a file that has been returned because Social Security was unable to process the file successfully. (Note:
This link should not be used to submit wage reports created using W-2 Onling or W-2c Online.

DON'T USE YOUR BROWSER'S
BACK BUTTON

View Submission Status Information

View current status information for previously submitted VW-2s.

Create Form W-2 Online

Enter Form W-2
Create, print, and submit your Forms W-2 and Form W-3 for Tax Year 2007. Twenty (20} reports can be entered
at one time

Resume Unsubmitted W-2s
Continue processing your unsubmitted W-2s.

Download Submitted W-2s

Download a printable version of your submitted Forms W-2 and Form W-3. This printable version can be saved to
your PC. {This feature is only available for Forms W-2 and Form W-3 created with W-2 Online within 30 days of
the date of submission).

Create Forms W-2c Online

Enter Forms W-2¢
Create, print, and submit your Forms W-2c and Form W-3c¢ for previously submitted and processed Tax Year
2007 W-25. Five (5) reports can be entered at one time.

Resume Unsubmitted W-2¢c
Continue processing your unsubmitted W-2cs.

Download Submitted W-2¢

Download a printable version of your submitted Forms W-2c and Form W-3c. This printable version can be saved
to your PC. (This feature is only available for Forms W-2¢ and Form W-3c created with W-2c Online within 30
days of the date of submission).

BSO Main Menu

Have a question? Call 1-800-772-6270 Monday threugh
Friday, 7:00 a.m. to 7:00 p.m. Eaztern Time to spsak with Employer Customer
Service perzonnsl. For TODATY call 1-800-325-0778

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Social Security Administration Page 6
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STEP 7: Select the Enter Form W-2 link.

Enter Form W-2
Create, print, and subrmit your Forms W-2 and Forr W-3 for Tax Year 2007, Twenty (200 reports can be entered at one time.

The system displays the Wage Reporting Attestation page.

fmﬁ\ Social SecurityOnline

- Business Services Online

Wage Reporting Attestation
User Certification to Query the SSA Business Services Online
| understand that the Social Security Administration (5SA) will validate the information | provide against the information in SSA's files.

| certify that | am the individual authorized to conduct business under this PIN and have the authority to attest to the accuracy of the data and receive employes
wage information for the employer

By selecting the | Accept” button, you certify that you have read, understand and agree to the user certification of Business Services Online

[ 1Accept | [ 1DONOT Accept |

STEP 8: Select the | Accept button after reading the conditions defined on the Wage Reporting
Attestation page. If you do not have any saved but unsubmitted reports, the system displays
the W-2 Online Information for Tax Y ear 2008 page.

(To return to the BSO Main Menu page, select thel DO NOT Accept button.)

If you have any existing unsubmitted reports, the system will display the W-2 Online
Unsubmitted Reports for Tax Year 2008 page. For tax year 2008, you may have a
maximum of 50 unsubmitted reports at one time. When you have reached the 50
'saved' report limit, you must first submit an existing report in order to be able to start
a new report. If there are 49 or fewer reports, you may continue without submitting
the existing reports by selecting the Start a New Report button. Refer to Lesson 2:
Resume Unsubmitted W-2s for mor e information.

Social Security Administration Page 7
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Social SecurityOnline
Business Services Online

wW-2 Online
Information for Tax Year 2008

Wi-2 Cnline lets vou create, print, and submitup to 20 Forms YW-2 to the Social Security Administration. vou
may notuse Y-2 Online if any ofthe restrictions below apply to vou

rlote: We-2 Online does not contain any Test features. Flease do not submit any data you do not want
processed by the Social Security Administration.

Data entered in boxes 14 through 20 on the Form Y-2 will not be shown on the Form W-2. Howewer, this data
will be displaved on individual YW-2= when printed. State data submitted to the Social Security Administration
will not be furnished to the State.

You will need Adobe Acrobat Reader (version 5.0 is recommended) to print vour Form W-3 and Forms wW-2
Follow this link to go to Adobe's free download page.

BEFORE CONTINUING, YOU MUST:

= Read all restrictions carefully.
& “arify yvour registration information.
& Specifywhether vou are filing for vourself or another company.

YWhen you have finished, select the Conrtirnre button at the bottom of this page.

The following RESTRICTIONS apply to all W-2 Reports:

& Agentindicator Codes may not be filed using Forms W-2.
& Selremploved income recipients who are not paid wages by a3 church or religious organization should
not file Forms W-2

MNote, Seltermpioyrnent income and gopolicable taxes rnust He reported on the internai Revenus Sendce Forrm
Schedwe SE, as required b the internal Revenuwe Sernvice. If youw have guestions on seitempiovrneaent incorme
SN tax reporting, wisit the Internal Revenue Sendce at b ttm: Aiw wie frs. Qo or caif I-800-826-4 020, For
T T cglf 1-300-523-2009,

The following RESTRICTIONS a v only to VW-2 O

Do MMOT use W-2 Online ifvou are attermpting to file Forms W-2c.

& Do MNOT use W-2 On vou are filing for a tax yvear other than 2008,

Do MNOT use VWi-2 On

MNMorthern Mariana Islands, or the Virgin Islands.

= Do MNOT use Y-2 Online ifvou are filing using military Ermploviment tvpe or using a Military B list
Employver Identification RMumber (EIRD

= Ifyou are filing Using a Military & list EIN, you may only use an Employinent type of Regular (9413 ar
mMedicare Giualified Government Employment (MQGE), and the establishment number must be left
blank

& Donotuse W-2 anline ifyou are submitting "Third-party Sick pay recap FormsW-2 and W-3" described
in part 6 of Internal Revenue Service publication 15-A at http: ASvwww  irs,. gow s A recap form is a
special vv-2 that does not contain an employee names or Social Security Number. Submitthose on a
paper form V-2 with a we-3.

e You may enter up to 20 Forms W2 per Form WW-2 using this system

REGISTRATION INFORMATION

“ou provided the following contact information when you registered to use Business Services Online. This
information will be saved with your annual wage report so that we can contact vou it questions arise. Please
checkto be sure this information is correct.

hv's
our Campany's EIRN: 1T1-2132133

Your Company's Marme: e + icecream

“our Mame: BILL BREESE
Wour Address: 123 TEST LANE

BALTIMORE. MD
21230

Your Phone: 4108528525
Your Extension (optional): <Mot Specified=>

wour Fax (optional): <Mot Specified=

Mour E-Mail Address (optionali: b

S S A DOV

Ifthe above registration infarmation is no longer accurate, please follow this link to log out and update it

Ifvou need assistance with the information requested on either the Form vww-2 or Form vW-3, please wvisit the
Internal Revenue Service wehb site at http: AW woew lirs. gows or call 1-800-229-4933. For TDDUTy™Y call 1-200-
829-4059.

Social Security Administration Page 8
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FOR WVWHOM ARE wOU FILINGZ

Please choose one ofthe following options:
2 lam filing Forms V-2 for my company's employees
21 am filing Forms WW-2 for another company's employvees

O ptiens
Continue with WW-2 Online. Read Privacy Act and Paperwork Reduction Act Motice.
Abandon vour changes and return to the BSO Main Menu.

Privacy Act and Paperwork Reduction Act Notice.

Ywe ask for the information on Forms YW-2 and vW-3 to carry out the Internal Revenue laws of the United States
Yoe need itto figure and collect the right armount of tax. Section 6051 and its regulations reguire you to furnish
wage and tax staterments to employees and to the Social Security Administration. Section 6109 requires you
to provide your employer identification number. Routine uses of this information include giving it to the
Department of Justice for civil and criminal litigation, and to cities, states, and the District of Columbia for use
in administrating their tax lavw. Ifyou fail to provide this information in a timely manner, you may be subject to
penalties.

ou are not required to provide the information requested on a form that is subject to the Papersork
Reduction Act unless the form displavs 3 valid OB control number. Books or records relating to a form or its
instructions must be retained as long as their contents may became material in the administration of any
Internal Revenue law. Generally, tax returns and return information are confidential, as required by sectian
56103,

The time needed to complete and file these forms will vary depending on individual circumstances. The
estimated average times are: Form W-2 - 30 minutes, and Form W-3 -- 28 minutes.

STEP 9: Select the appropriate response for the FOR WHOM ARE YOU FILING? section after
reviewing the registration information.

The FOR WHOM ARE YOU FILING? radio buttons are not available for self-
employed users.

STEP 10: Select the Continue button after reviewing the Privacy Act and Paperwork Reduction Act

notice. The system displays the W-2 Online Employer Datafor Tax Y ear 2008 page
(Otherwise, select the Cancel button to end this session and return to the BSO Main Menu
page.).

STEP 11: Enter your employer information.

Social Security Administration Page 9
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fmﬁ Social Security Online

“ii- Business Services Online

W-2 Online
Employer Data for Tax Year 2008

Please fill in your information below:

Fields madied with an asterish * IMUST be completed.

Employer's Information
Employer ldentification Mumber (EIN) ™ |11z2132133)
Employer's Mame ™ :
Ermployer's Address
Address Line 1:
Address Line 2;
City *
Please enter a U.S. Domestic Address OR a Foreign Address
Country * 1 | United States hd
State Abbreviation gerusy S Province *

Zip / Postal Code * : -Zip Ext: (u.s.onky

Other EIN used this year :
A : : g -
Please Identlfy Kind of F'ayer : '-T.:' 941 (Regulan () 043 gagricultural) 'C:' Q44 (Certain small employers)
'f::' CT-1 (Railroad) ‘:::' Hshld. emp. c::' Medicare gowt. emp. (For Government EINs ONLY)

(Mote: Military pavers cannot file using this senvice)

Wiarning! Be sure to select the appropriate Kind of Fayer. Wou will not be given an
opportunity to change your selection later.

I:I Third-party sick pay
Establishment Mumber:

Wy3 Control Mumber:

Contact Person

Mame * . |BILL BREESE
E-mail Address: |bill@ssa. gov
Telephone Mumber 410528525 Ext:

Fax Mumber:

Options

Save vour entries and begin creating Wy-2s.
Cancel Abandon your entries and return to the BS O Main Menu.
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All fields marked with an asterisk must be completed. If you selected the “ | am filing
Forms W-2 for my company’s employees’ radio button, the company information is
populated from the Social Security Administration’s (SSA'S) records, but you can
changeit if need be.

STEP 12: Select the Continue button. The system displays the W-2 Online Form W-2 for Tax Y ear
2008 page (Otherwise, select the Cancel button to exit and return to the BSO Main Menu
page.).

Social Security Administration Page 11
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Py Social .Sealtin-'(_')nline ) )
- Business Services Onllne

Iﬁ I 2 Status:
W2 online HEIp ou are currently watking on -2 number 1.

W-2 Online
Form W-2 for Tax Year 2008
Fields marked with an asterisk { i ITMUST be completed.
= Employee's Social Security Number ™ For Official Use Cnly

l i OmB Mo, 1545-0008

b Employer Identification Mumber 1 Wagestips, other compenzation 2

11- 2132133 $ Federal Income Tax withheld
¥
o Employers Name, Address, and ZIF code 3 Social security wages 4 Social security tax
§ withheld
TESTER 5
BALTIMORE MD 21244 -
S Medicare wages and tips E Medicare taxwithheld
¥ ¥
T Social security tips 8 Allocated tips
§ §
d Control Number 9 Advance EIC payment 10 Dependant care benefits
§ . §
& Employee's First Mame, Middle Initial, Last Name and Suffix {11 Nonqualified plans: 12a
s * e g Section 457 distributions or contributions Code:
irst: 1 1
. b
Middle: 5 .
g Hot Section 457 distributions ar contributions $.
Suffiz: b
F Employee's Address 13 12b
Address Line 1: Statutorny Fetiremant Thlird-part;r Code:
employes plan sick-pay -
Address Line 2; I:l D I:‘
City: ™ | ¥
U.5. Address OR = Foreign Address ] 14 Other 12
i Code:
Country: ™ United States E ade
: & Description ~
State IProvince: g T 7
i A rt -
Zip Postal Code: ) Mgt ! | L]
+ Zip Extou.s.on |
12d
Code:
b
Description
Amourt 5 | ¥
15  Employers 18 17 18 19 20
State ID number State mages, tips, ete. State income tax Local wages, tips, ete. Local income tax Locality name

[ | sl .1 sl . |s] . |s] [ |
I ] sl .1 sl .1 sl 1. |e] .1 |

Options
Keepthis WW-2 and create another Wy-2.,
|E Keep this W-2 and review a list of Wi-25 yvou have entered.
IE Abandon this W-2 and review a list of W-25 you have entered.

STEP 13: Enter the W-2 data in the appropriate boxes.

Social Security Administration Page 12
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STEP 14: Select New W-2 to save this W-2 information and create another W-2. Select the Done
button to save this W-2 information and precede to the W-2 Online Data Review for Tax
Y ear 2008 page. Select the Cancel button to delete entries made to this W-2 and proceed
to the W-2 Online Data Review for Tax Y ear 2008 page.

You can enter a maximum of 20 W-2s. When entering your twentieth W-2, the system
will no longer display the New W-2 button.

STEP 15:; After you select New W-2 or done, you may receive an aert. If so, you will need to
review your data and make any corrections or select an override response for each alert.
Then, select Done or New W-2 to proceed to the W-2 Online Data Review for Tax Y ear
2008 page.

Social Security Administration Page 13
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fm Social Security Online
.- Business Services Online

|E W2 Online Help |

W-2 Online
Data Review for Tax Year 2008

This wage report is being prepared for:
EIN: 11-2132133
BMG

BALTIMORE , MD 21211

= SSN Name Options
1. 111-11-1111 T TESTER View (Edit #1 | [ Delete #1
Options
New W-2 Create anather ¥W-2
Edit Employer Info Change the employer information you entered.
Goto W.3 Wiew your Form Wi-3 totals. From here you can submityourwade repon, print

wourwage report, or return to the W-2 Online Data Review page.

Exit W-2 Online without submitting your annual wage report to S5A. Your
Save and Quit employer information and Forms W-2 will be saved until 011162009,
Note: This is not an extension of the filing deaciine.

Exit W-2 Online withowut saving any data entered. This will DELETE your entire
Quit and Delete repo, including your employer information and Forms W-2 from this session.
This includes any previously unsubmitted Wi-2 Online reports.

STEP 16: Select the View/Edit button next to the appropriate record to view or edit the W-2 data. If
you want to delete the W-2 record, select the Delete button next to the appropriate record.

STEP 17: Select one of the following options:

Social Security Administration Page 14
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New W-2 button to create another W-2.

Edit Employer Info button to change previously entered employer information.
Goto W-3 button to view your form W-3 totals (see Step 19 for more details).
Save and Quit button to Exit W-2 Online without submitting wage report to SSA.

Quit and Delete Button to Exit W-2 Online without saving any data entered.

STEP 18: Select the Go to W-3 button to submit your wage data. The system will display the W-2
Online Form W-3 for Tax Y ear 2008 page.

Social Security Administration Page 15



BSO Tutorial — Tax Year 2008

W-2 Online

s Social Security Online

.- Business Services Online

W2 Online Help

Far Official Use Only
OMB No. 1545-0008

@ Control Humber
b Kind of payer

941 - Regular

€ Total number of Forms Wiz d Establishment number

© Employer identification number

11132133

Employers name, address, and ZIF code

TEST 100
BALTIMORE,MD 12333

h Other EIN used this year

15 State Employers state ID number

Contat person

BILL BREESE

E-mail Address

bill@ssa.gov

Options

Under pen

Submit this Tax Year 2008 wage report to the Social Security Admi

Return to W-2 Online
Data Review Page

ies of perjury, | declare that | have examined this return and accompa

W-2 Online
Form W-3 for Tax Year 2008

1 Wages, tips, other compensation
3 Social security wages

5 Medicars wages and tips

T Social security tips

9 Adwance EIC payment

11 Honqualified plans

13 Forthird-party sick pay use only

14 Income taxwithheld by payer of third-party sick pay

$lo

16 State wages, tips, etc.

$0 .|o0
18 Local wages, tips, eto.

$0 00

Telephane number

4108528525

Fax Mumber

Print your unsubmitted Tax Year 2008 wage report.

$335.00

$0.00

$0.00

$0.00

$0.00

$0.00

ation.

2 Federal Income Taxwithheld

4 Social security tax withheld

6 Medicars taxwithheld

B Allocated tips

10 Dependant care bensfits

12 Deferred Compenzation

.o

17 State income tax

$[0 [oo

19 Local insome tax

s [

ing documents and, to the best of my knowledge and belief, they are true, correct, and complete.
By selecting the "Submit Wage Report” button below, | affirm that the above statement is true and wish to submit my annual wage report to Social Security Administration now.

Your Forrm W-3 must reconcile with the Forms 941, 943, 944, or Schedule H that you filed with the Internal Revenue Semvice.

Mote: You will be given an opportunity to downioad a data file needed to print your Form W-3 and Forms W-2.
Mo test feature is provided for W-2 Oniine. Selecting this button will cause your data to be submitted.

Mote: Selacting this option will not submit your wage report to the Social Secunity Administration

Return to the W-2 Online Data Review Page to review and/or edit your wage report.

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

employer.

STEP 19: Select one of the following options:

The New W-2 option will not be available if 20 W-2s are already saved for the current
report. The Go to W-3 option will not be available if no saved W-2s exist for the current

Submit Wage Report button to submit your wage information. Go to Step 20 for more

information.

Social Security Administration
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Print Wage Report button to print or preview your wage report prior to submitting it to
SSA. Go to Step 24 for more information.

Return to W-2 Online Data Review Page button to edit your data.

STEP 20: Select the Submit Wage Report button on the W-2 Online Form W-3 for Tax Y ear 2008
page.

If more than one Employer Identification Number (EIN) is associated with this User
ID, the system displays the Submitter’ s EIN web page.

Employer Identification Number
Your User ID is associated with multiple Employer [dentification Numbers (EIN).

001001004 164

Flease select a submitter EIM for this file:

The system submits your W-2/W-3 wage data and displays the W-2 Online Receipt
Acknowledgement for Tax Y ear 2008 page aong with the print pop-up window. Select the
OK button to print the W-2 Online Receipt Acknowledgment for Tax Y ear 2008 page.

e x|

P Your file submission was successful, We recommend that wou print or save a copy af this acknowledgement
\I/J at this time. Would vou like to print this page now?

(] 4 ] [ Cancel

Otherwise, select the Cancel button to close the pop-up window.

Social Security Administration Page 17
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fmﬁk Social.SemJ_titv( Inline . h
iii- Business Services Online

L

ﬁ W2 Online Help ||

W.-2 Online
Receipt Acknowledgment for Tax Year 2008

Date: 18-August08 Time: 02:07 PM Eastern Standard Time

Your Annual Wage Report has been submitted to the Social Security Administration.
Please do not send us paper forms.

This annual wage report was submitted for:
Employer Name: TEST 100
EIN: 11-132133

Your Wage File Identifier (WFID) is K\VS545.

The WFID is a number associated to your submission for tracking purposes. You can check an
the status of your submission by selecting Repor Wanges To Social Secunty onthe BSO main
menu, selecting Submit or Resubmit VWage Fllg, W2 Online, and W-2e Onling and View
Submission Status, then selecting View Flie\Wage Report Status from the following page and
looking for this WWEID.

IMPORTANT! Do the following before proceeding:

1. Use your browser menu to save or print this acknowledgment of receipt for your records.

2 Right-click on the file link below {or tab to it and press Shift + F10) and select Save Asto
daownload your W-2 /W3 file. Depending on your computer's configuration, this download
could take S minutes or longer. You will need Adobe Acrobat Reader to print your Forms Wi
2 and Form W3 Acrobat Reader wersion 5.0is recommendead. If this software is not
installed on your computer, fallow this link to download it from Adobe's free download page.
Mote: You can also open the file in Acrobat Reader from its current location without
downloading it. To open the file from its current location, left-click on the file link (or tab to it
and press Enter).

Employers are required by law to keep copies of Forms YW-2 and W3 for 4 years.
This file will continue to be available through 091712008 by selecting Report Wages To
Socigl Securlty, selecting Subimit or Resubmif Waoge File, W2 Online, and W-2c Online
and View Submission Status and then selecting Download Sebmitted W2 from the ESO
Main Menu. After this date, it will be discarded.
KYSE4E. ndf
For Employer records only! Do not send this form to the Social Security Administration.

The information contained on this form was submitted to the Social Security Administration on
18-August-08

The Wage File ID (WWFID) assigned to this submission is KVS545.
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STEP 21: Right-click thefile link to save the wage file.

STEP 22: Select Save Target As option from the browser menu to save the file (Otherwise, select
the Continue button.).

Your wage file will be available for you to review under your BSO account until the
date displayed on your W-2 Online Receipt Acknowledgement.

STEP 23: Select the Continue button. The system displays the W-2 Online Thank Y ou page. Select
the BSO Main Menu button to return to the BSO Main Menu page.

fmﬁ\ Social f&eauin,-'()rﬂjne . :
- Business Services Online

ﬁ W2 Online Help ||

W-2 Online
Thank You

Thank you for using W-2 Online.

If you have not saved your file, right-click on the filename below (or tab to it and press Shift +
F10) and select Save Asto save your Form WW-3 and Form W2 information on your computer.

KVYS545.pdf

This file will continue to be available through 09712008 by selecting Report Waoes To Social
Sacurlly, selecting Submif or Resubmit Wage Hie, W2 Onling, and W.2e Oniing and View
Submission Status and then selecting Download Submiited W-2s from the BS0O Main Menu,

After you have saved your file, fallow this link to download Adobe Acrobat Reader if this software
is not already installed on your computer. You will need Adobe Acrobat Reader (version 2 010s
recommended) to print your Form W-3 and Forms V-2,

[ ES0 Main Menu |
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STEP 24: (From Step 19) Select the Print Wage Report button on the W-2 Online Form W-3 for
Tax Year 2008 page to print the wage report. The system displays the W-2 Online Report
Print page.

Social Security Administration Page 20



BSO Tutorial — Tax Year 2008 W-2 Online

Py Social Security Online
- Business Services Online

4 W2 Online Help

W-2 Online
Report Print

Your annual wage report has NOT been submitted to the Social Security Administration.

You can wiew, print, or save your Form ¥W-3 and Forms W-2 using Adobe Acrobat Reader {version
5.00s recommended).

If the abowe software is already installed on your computer, select the Frint Preview link below to
open itwith Acrobat Reader,

Print Preview

Assistive Technology / Keyboard Users - Select this link to review Forms W-2 in HTML Format
If the above software is not already installed on your computer:

1. Right-click on the Prinf Preview link (or tab to it and press Shift + F10).
2. Select Save Ag to save your Form W-3 and Form W-2 information on your computer.

Depending on your computer's configuration, this download could take S minutes or longer.
After you have saved your file, follow this link to download Acrobat Reader from Adobe's free
download page.

Options

Under penalties of perjury, | declare that | have examined this return and accompanying
documents and, to the best of my knowledge and belief, they are true, correct, and
complete. By selecting the Submit Wage Report button below, | affirm that the above
statement is true and wish to submit my annual wage report to the Social Security
Administration now.

Submit this Tax Year 2008 wage report to the Social Security
Administration.

| Submit Wage Report | Your Form %W-3 must reconcile with the Forms 941, 944, 943, or Schedule
H that you filed with the Internal Revenue Service.

Mate: You will be given an apportunity to download a data file needed to
print your Form W-3 and Forms W-2.

View your Form W-3 totals.
Return to W-3

From here you can submit your annual wage report, print your wage report,
or return to the YW-2 Online Data Review Page.

Return to W-2 . .
Online Data Review Page Return to the W-2 Online Data Review page to review and/or edit

your wage report.

Exit W-2 Online without finalizing your annual wage report.
Save & Quit

Your ernployer infarmation and Forms W-2 will be saved until 01/08/2009.

Mote: This is not an extension of the filing deadiine.

your entire report, including your employer information and Forms W-2 from

| Quit and Delete | Exit W-2 Online without saving any data entered. This will DELETE
this session. This includes any previously unsubrmitted W-2 Online reports.
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If you do not have Adobe Acrobat Reader on your computer, you can download it by
selecting “ follow thislink” near the middle of the page.

STEP 25: Sdlect the Print Preview link. The system displays the Forms W-2.
STEP 26: Select File>Print from the menu bar or select the Print icon from the tool bar.

STEP 27: Select File>Close on the menu bar after printing to close the window. The system returns
you to the W-2 Online Report Print page.

STEP 28: Sdlect one of the following options on the W-2 Online Report Print page:

Submit Wage Report button to send the W-2/W-3 data to SSA.

If more than one EIN is associated with this User ID, the system displays the
Submitter’s EIN web page.

Employer ldentification Number
Your User ID is associated with multiple Employer [dentification Mumbers (EIN).

0071007100 Je

Please select a submitter EIN faor this file:

Return to W-3 button to return to the W-2 Online Form W-3 for Tax Y ear 2008 page.

Return to W-2 Online Data Review Page button to return to the W-2 Online Data Review
for Tax Y ear 2008 page.

Save & Quit button to save the W-2/W-3 data you have entered. The system will display
the “Are you sure you want to save and exit W-2 Online without submitting your
annual wage report to SSA?" page. Select the Y es button to save and quit, and return to
the BSO Main Menu page. Select the No button to return to the W-2 Online Data Review
for Tax Year 2008 page.

Quit & Delete button to exit W-2 Online without saving any data entered. You will be
given the opportunity to confirm that you wish to quit and delete the wage report on the

Social Security Administration Page 22
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WARNING: This will DELETE your entire annual wage report. Select the Y es button to
delete the entire wage report. Select the No button to return to the W-2 Online Data Review
for Tax Y ear 2008 page.
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LESSON 2: RESUME UNSUBMITTED FORMSW-2

Follow the instructions below to continue working with W-2 Online reports that you have saved but
not yet submitted. SSA will delete any saved reports that you do not submit or update within 120
days. All unsubmitted Forms W-2 will be removed on December 11, 2009.

You may have up to 50 saved reports. Each report may contain up to 20 Forms W-2. If
you have any unsubmitted reports, the system will automatically display a list of the
NOTE unsubmitted W-2s upon entering W-2 Online.

STEP 1: Point your browser to the BSO Welcome page:
www.soci al security.gov/bso/bsowel come.htm.

Social Security Administration Page 24
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Socil SecurtyOnline Business Services Online

hitp:iival.ssa.gov/

Online Services Availability Business Services Online BSO HELP
I‘;::ITJ:::;’;?EITI:\fﬁ“l’;&:"“ES I Welcome to Business Services Online

Sunday: 8 AM - 11:30 PM EST

Home | Questions? Contact Us Search _

DONT USE YOUR BROWSER'S BACK BUTTON | Business Services Online (BSO) enables organizations and authorized individuals to conduct business with and submit confidential

Effactive as of October 2007, your Personal Access various BSO services and functions.
[dentification Number (PIN) is now referred to as

Information complete, you can Request, Activate and Access services and functions.
0 ggﬁ\geﬁm&ﬂ K2 FilingHandbook | oG IN to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the "Log In" button to login and
* Wa?buut] I display the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
‘ T'te“‘mw Maintenance” to request activation of addifional services and functions, deactivate your User ID, and/or change your password or
= Ll contact information.
. Emg\oyerlmormat\un
0 SILEIIEETE Informacién para el Empleador en Espafiol
+ Apply For EIN
o hatgien Log in to Business Services Online here
« Online Secur\ty PUHCE
+ The Privacy Act and the Freedom of

information to the Social Security Administration. You must Register to use this website. Registered users may Request, Activate and

your User 1D REGISTRATION - If you are a new user, select the "Register” button to create a password and receive your User ID. If you have
started and need to complete your Registration process, select the "Complete” button. In either case, after your Registration is

Information Act New user? Register for Business Services Online here

Contact Us

Electronic Records Express Complete Phone Registration what is this? Complete Phone Registration

Government fo Government Services

QOnline
News Explanation of BSO Services
Reporting Wages to the SSA
» Wage News
" i Xp Jew . 5 .
:'ew‘ug'c Riwpzds E\ rffs:_'e'f . Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by directly
* WW keying W-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available. If
* W you have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionally, you may ask
* Lorm S5A-1094 fleus for & one time 15-day extension to the deadline for resubmitting your wage file.
More information akout Reperting Wages
Social Security Number Verification Service (SSNVS)
For the purposes of completing W-2 and W-2c SSNVS allows you to complete an online form or submit specifically formatted
files to request verfication of names and Social Security Numbers of employees of the company for which you work or the
company that has hired you to perform this service.
IMore information about Verifying Social Security Numbers
Form SSA-1694 Request for Business Entity Taxpayer Information
Business entities that have attorney and/or non-attomey representatives as pariners or employees who receive direct payment
must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how ta register, contact
QOCO AREP Registrationf@ssa.gov.
Select Login to complete, update or view the Form SSA-1694.
Select Register {o abtain a User ID and password to complete the Form SSA-1694.
More information about the Attorney Fee Service
Have a question? Call 1-800-772-6270 to speak with Employer Customer Service personngl.
For TODATY call 1-800-325-0778
"US.‘\.W Privacy Pelicy | Website Policies & Other Important Infermatien | Site Map Hesd Larger Text?
Last reviewed or modified ezday Nov 21, 2007

STEP 2:

Select the Log In button on the BSO Welcome page. The system displays the Log In to
BSO page.
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W-2 Online

www._socialsecurity.gov

Online Services Availability

= Monday-Friday: 5 AM - 1 AM EST
@ Saturday: 5 AM - 11 PM EST
= Sunday: 8 AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S
BACK BUTTON

Effective October 2007, your
Personal Identification Number (PIN)
is now referred to as your User ID.

Ileed to complete your phone
reqistration?

www.socialsecurity.gov

AT T T Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

LogIn to BSO

BSO Welcome = Login

User 1D:
{formarly r=femrsd to 85 FIN)
Password: Forgot your password?

{not case sensitive)
I understand that the Social Security Administration (SSA) will validate
the information | provide against the information in SSA's files.
| certify that:

| understand that | may be subject to penalties if | submit fraudulent
information | agree that | am respaonsible for all actions taken with
my User ID.

| understand that SSA may prevent me from using these senvices if
SEA determines or suspects there has been misuse of the
services.

| am aware that any person who knowingly and willingly makes any
representation to falsely obtain information from Social Security
records and/or intends to deceive the Social Security
Administration as to the true identity of an individual could be
punished by a fine or imprisonment, or baoth.

| am authorized to do business under this User ID.
By checking the box below you certify that you have

read, understand and agree to the user certification of
Business Services Online.

O I Accept

Cancel ‘ Login

Hawve a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. te 7:00 p.m. Eastern Time to =peak with Employer Customer
Service perzonnel. For TDOVTTY call 1-800-325-0778

BSO Welcome | BSO Information | Keyboard Navigation

BSO HELP

STEP 3: Enter your User ID and password.

STEP 4: Select the “I Accept” check box after reading the conditions defined on the Log In to BSO
page. Select the Login button to display the BSO Main Menu page (To return to the BSO
Welcome page, select the Cancel button.).

Social Security Administration
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W-2 Online

Social Security Online Business Services Online

www._socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Online Services Availability

Monday-Friday: 5 AM - 1 AW ET Welcome, KAMALJIT RANDHAWA

Monday-Friday: 5 AM - 1 AN E Y, d X Sept ber 15. 2008
Saturday 5 AM- 11 PM ET Our password expires on september 19,
Sunday: & AM - 11:30 PM ET

Report Wages To Social Security
DONT USE YOUR BROWSER'S BACK Submit, download or process W-2s and W-2cs
BUTTON View submission status, acknowledge resubmission notices or
Request resubmission extensions

To use any Business Services

Online, you must first request access ;. . .
o thar eamvice. To ,eque‘:tmess 0 View File | Wage Report Status with Name / 88N Errors

B50 services, select "Account View report status. emrors and notice information
Maintenance”. From the Account
Maintenance page, select "Request - §ocial Security Numbers Verification Service
dccessialH5TIEsenIcEsE Request online SSM verification, or
Submit files for SSM verification

Form £5A-1694 Request for Business Entity Taxpayer Information

Submit or update a Business Taxpayer Information form to receive form 1099 for work related to claimant
representation

Account Maintenance
Request, activate or remove access to senices
Re-request activation code for services
Change your password
Update your user registration or employer information, or Remove employer information

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Customer
Service perzonnel Fer TOO/TTY call 1-800-325-0778.

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

By Main Menu LOGOUT | BSO HELP

STEP5: Select the Report Wagesto Social Security link.

Report Wages To Social Security
Submit, download or process W-2s and YW-Zcs
Yiew subrnission status, acknowledge resubmission notices or
Request resubmission extensions

The system displays the Report Wages to Social Security menu page.

Social Security Administration
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Socil Security Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Report Wages to Social Security LOGOUT | BSO HELP

B350 Main Menu = Report Wages to Socisl Sscurnity

Online Services Availability
Honday-Friday: & Al - 1 Al ET Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View

o Saturday: S AM- 11PN ET Submission Status
@ Sunday: 8 AM - 11:30 PMET

Resubmission Notice Processing
DON'T USE YOUR BROWSER'S BACK|
BUTTON

Acknowledge resubmission notices and request resubmission extensions

BSO Main Menu

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. te 7:00 p.m. Eastern Tims to speak with Employer Customer
Service persennel For TOOTTY call 1-800-325-07748.

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

STEP 6: Select the Submit or Resubmit Wage File, W-2 Online, and W-2¢ Online and View
Submission Statuslink.

The system displays the Submit or Resubmit Wage File, W-2 Online, and W-2c Online
and View Submission Status menu page.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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Social Secility Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Submit or Resubmit Wage File, W-2 Online, and
W-2¢ Online and View Submission Status

Online, and ¥

LOGOUT | BSO HELP

oyl 7

Cnline and View Submission

BSC Main Menu > Report Wages to Secial Security > Suomit or Resubmit W

Status

Online Services Availability

Submit a W-2 Wage File
Send an electronic file that contains annual wage data in the EFVW2 format. You may submit a new EFVW2
submission, an EFW2C submission to correct previous reports, or, if a8 Resubmission MNotice has been received,
resubmit a file that has been returned because Social Security was unable to process the file successfully. (Mote:
This link should not be used to submit wage reports created using W-2 Online or W-2c Online.

» Monday-Friday: 5 AM - 1 AM ET
& Saturday: 5 AM- 11 PMET
& Sunday: 8 AM - 11:30 PM ET

DON'T USE YOUR BROWSER'S
BACK BUTTON

View Submission Status Information
View current status information for previously submitted VW-2s.

Create Form W-2 Online

Enter Form W-2
Create. print. and submit your Forms W-2 and Form W-3 for Tax Year 2007. Twenty (20) reports can be entered

at one time.

Resume Unsubmitted W-2s
Caontinue processing your unsubmitted VW-2s.

Download Submitted W-2s
Download a printable version of your submitted Forms W-2 and Form W-3. This printable version can be saved to
your PC. (This feature is only available for Forms W-2 and Form VW-3 created with W-2 Online within 30 days of

the date of submission).

Create Forms W-2c¢ Online

Enter Forms W-2¢c
Create, print, and submit your Forms W-2c and Form W-3c for previously submitted and processed Tax Year
2007 W-2s. Five (5) reports can be entered at one time.

Resume Unsubmitted W-2¢
Continue processing your unsubmitted VW-2cs.

Download Submitted W-2¢

Download a printable version of your submitted Forms W-2c and Form W-3c. This printable version can be saved
to your PC. (This feature is only available for Forms W-2c and Form VW-3c created with VW-2c Online within 30
days of the date of submission).

BSO Main Menu

Hawve a guestion? Call 1-800-772-6270 Menday through
Friday, 7:00 a.m. te 7:00 p.m. Eastern Time to speak with Employsr Customsr
Service perzonnel. For TODVTTY call 1-800-325-0778.

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

STEP 7: Select the Resume Unsubmitted W-2slink.

(To return to the BSO Main Menu page, select the BSO Main Menu button.)
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Resume Unsubmitted W-35
Continue processing your unsubrnitted W-2s

The system displays the Wage Reporting Attestation page.

P Social Security Online

~ui- Business Services Online

Wage Reporting Attestation
User Certification to Query the SSA Business Services Online
| understand that the Social Security Administration (55A) will validate the information | prowvide against the information in SSA's files.

| certify that | am the individual authorized to conduct business under this PIN and have the authority to attest to the accuracy of the data and receive employes
wage information for the employer

By selecting the "| Accept” button, you certify that you have read, understand and agree to the user certification of Business Services Online

[1Accept | [ IDONOT Accept |

STEP 8: Select the | Accept button after reading the conditions on the Wage Reporting Attestation
page. The system displays the W-2 Online Unsubmitted Reports for Tax Y ear 2008 page.

(To return to the BSO Main Menu page, select the | DO NOT Accept button.)
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S Soc:ial.Secu_titﬁ.'()nline . "
=i Business Services Online

M W2 Online Help

wW-2 Online
Unsubmitted Reports for Tax Year 2008

“ou have 2 saved reports that you have not yet submitted.
To resume a previous report, select the "Wiew.” Edit" button next to the report that you wish to continue editing
To start a new report, select the Sitart 2 Mew Report button below.

NHote: Unsubmitted VW-2 Online reports are deleted if you do not resume working with them before the purge

date.
Unsubmitted Reports
Number Save

# Employer Name EIN of W2s Date & Purge Date Cptions
1. TEST 100 1121532133 o 08/18/2005 12:12/2008 [ View (Edit %1 | [ Delete =1 |
2. BMG 112132133 1 08/18,/2008 12/12/2008 [ Wiew (Edn=2 | [ Detete =2 |
Options

[ Start a New Report ] Start a new YW-2 Online Wage Repart

[ BSO Main Menu ] Return to the BSO Main Menu

STEP 9: Select the View/Edit button for the specific report to view or modify the report. The system
displays the W-2 Online Data Review for Tax Y ear 2008 page (To delete the report, select
the Delete button for the specific report. The system requests a confirmation of the delete.).
Additional options include the following:

Start a New Report button to start a new W-2 Online wage report.

BSO Main Menu button to Return to the BSO Main Menu.

If you have saved 50 reports, the “ Start New Report” button may not display until you
delete an existing unsubmitted report.
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j’mﬁ Social Security Online

“hi - Business Services Online
[ vz ontine nelp |

W-2 Online
Data Review for Tax Year 2008

This wage report is being prepared for:

EIN: 11-2132133
BMG

BALTIMORE , MD 21211

B SSN Name Options
1. 111-11-1111 T TESTER View | Edit #1 ] [ Delete =1
Options
New W-2 Create anather W-2.
Edit Employer Info Change the emplover information you entered.
Go 1o W.3 Wiewy your Form W-3 totals. Frorm here you can submityour wage repor, print

wourwage report, or return to the W-2 Online Data Review page.

Exit W-2 Online without submitting your annual wage report to SSA, Your
Save and Quit employer infarmation and Farms W-2 will he saved until 011 62009,
Note: This is not an extension of the fifing deadiine.

Exit W-2 Online withowut saving any data entered. This will DELETE your entire
Quit and Delete repor, including your employer information and Forms W-2 from this session.
This includes any previously unsubmitted YWi-2 Online reports.

Social Security Administration Page 32



BSO Tutorial — Tax Year 2008 W-2 Online

The New W-2 button (on the W-2 Online Data Review page for Tax Year 2008 page) will not be
displayed if you have the maximum number of unsubmitted W-2s (20) per report.

STEP 10: Select the Go to W-3 button. The system displays the W-2 Online Form W-3 for Tax
Y ear 2008 page.

i S{x:ia.l.SeaL:itﬁ,-'Orﬂjne . .
i Business Services Online

3 W2 Online Help

W-2 Online
Form W-3 for Tax Year 2008

T T For Official Use Only
OME No. 1545-000%
b kind of payer 1 Wiages, tips, ather compensation 2 Federal Income Tax withheld
$335.00 $0.00
941 - Regular
3 Sacial security wages 4 Social security tax withheld
$0.00 $0.00
€ Total number of Farms 2 d Establishment number 5 Medicare wages and tips 6 Medicare taxwithheld
$0.00 $0.00
& Employer identification number T Soacial security tips 8 Allocated tips
11132133 $0.00 $0.00
Employer's name, address, and ZIF code 9 Aduance EIC payment 10 ependant care benefits
$0.00 $0.00
TEST 100
BALTIMORE,MD 12333 11 Nongualified plans 12 efened Compensation
$0.00 $0.00

13 For third-party sick pay use anly

14 Income taxwithheld by payer of third-party sick pay

$/o [il]
h Other EIN used this year
15 State Employers state 10 number 16 State wages, tips, ste. AT State income tax
$/o i3] $0 o
18 Local wages, tips, ste. 19 Local income tax
$0 oo $ho oo
Cantact petson Telephane number
BILL BREESE 4108528525
E-mail Address Fax Number

hill@ssa.gov

Options

Under penalties of perjury, | declare that | have examined this return and accompanying documents and, to the hest of my knowledge and helief, they are true, correct, and complete.
By selecting the "Submit Wage Report” button below, | affirm that the above statement is true and wish to submit my annual wage report to Social Security Administration now.

Submit this Tax Year 2008 wage report to the Social Security Adn n.

Submit Wage Report Your Form ¥W-3 must reconcile with the Forms 941,943,844 or Schedule H that you filed with the Internal Revenue Service

Note: You will be given an opportunity to downioad & data fife needed to print vour Form W-3 and Forms W-2.
Mo test feature is provided for W-2 Online. Selecting this button will cause your data to be submitted.

Print your unsubmitted Tax Year 2008 wage report.
Print Wage Report

Note: Selecting this option will not swbrnit vour wage report to the Social Security Administration.

BehnioivZOnine Return to the W2 Online Data Review Page to review and/or edit your wage report

Data Review Page
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STEP 11: Select one of the following options on the W-2 Form W-3 for Tax Y ear 2008 page:

Submit Wage Report button to send the W-2/W-3 datato SSA.

The Submitter’s EIN Confirmation page is displayed where there are multiple EINs
associated with the submitters User ID.

Employer ldentification Number
Your User ID is associated with multiple Employer [dentification Numbers (EIN).

Plesse select a submitter EIN for this file:

Print Wage Report button to print your unsubmitted wage report from the W-2 Online
Report Print page.

Return to W-2 Online Data Review Page button to return to the W-2 Online Data Review
Page to review and/or edit your wage report.
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LESSON 3: DOWNLOAD SUBMITTED FORMSW-2

Follow the instructions below to download an Adobe file containing Forms W-2 and W-3 for a W-2
Online report submitted within the last 30 days.

Submitted wage report files are available for 30 days or until December 31, whichever
comesfirst.

STEP 1. Point your browser to the BSO Welcome page:
www .soci al security.gov/bso/bsowel come.htm.

Social Security Administration Page 35


http://www.socialsecurity.gov/bso/bsowelcome.htm

BSO Tutorial — Tax Year 2008 W-2 Online

Socil SecurtyOnline Business Services Online

hitpival.ssa.gov! Home | Questions? Contact Us search || N
Online Services Availability Business Services Online BSOHELP
!:Ili:i;frfidii‘f{:MP;JWE':HES_ Welcome to Business Services Online

Sunday: 8 AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S BACK BUTTON | Business Senvices Online (BSQ) enables organizations and authorized individuals to conduct business with and submit confidential
information to the Social Security Administration. You must Register to use this website. Registered users may Request, Activate and
Effective as of October 2007, your Personal Access various BSO services and functions.
[dentification Number (PIN) is now referred to as
your User 1D REGISTRATION - If you are a new user, select the "Register” button to create a password and receive your User ID. If you have
started and need to complete your Registration process, select the "Complete” button. In either case, after your Registration is
Information complete, you can Request, Activate and Access services and functions.

BSO Electronc W2 Fiing fandbook ) oG N to REQUEST, ACTIVATE AND ACCESS FUNCTIONS - Registered users can select the “Log In" button to login and
%a?bdmg I display the BSO Main Menu. Then you may access services and functions you have already activated, or you may select "Account
e Maintenance" o request activation of addifional services and functions, deactivate your User ID, and/or change your passward or

Lutoria contact information.
Employer Information

Suite of Services
Apply For EIN

hazpedey Log in to Business Services Online here Logln
QOnline SeCUr\t! PU”CE
The Privacy Act and the Freedom of

Information Act New user? Register for Business Services Online here

Contact Us

Electronic Records Express Complete Phone Registration what is this? Complete Phone Registration

Government fo Government Services
Online

Informacién para el Empleador en Espafiol

News Explanation of BSO Services

Reporting Wages to the SSA
Wage News
w Allows you to send forms W-2 and W-2c to Social Security by uploading a specifically formatted electronic file or by directly
M’w keying W-2 and W-2c information into an online form. Capability to view Submission and Report processing status is available. If
W you have received a notice requesting that you resubmit your wage file, it can be acknowledged online. Additionally, you may ask
= for a one time 15-day extension to the deadline for resubmitting your wage file.

Iore information about Reporting Wages

Social Security Number Verification Service (SSNVS)

For the purposes of completing W-2 and W-2c SSNVS allows you to complete an online form or submit specifically formatted
files to request verfication of names and Social Security Numbers of employees of the company for which you work or the
company that has hired you to perform this service.

More information about Verifying Social Security Numbers

Form SSA-1694 Request for Business Entity Taxpayer Information
Business entities that have attorney and/or non-attomey representatives as pariners or employees who receive direct payment

must provide SSA with taxpayer identification information using the Form SSA-1694. For information on how ta register, contact
QCO.AREP Reglstratlon @ssa qov.

Select Login to complete, update or view the Form SSA-1694.
Select Register {o abtain a User ID and password to complete the Form SSA-1694.

IMore information about the Aftorney Fee Service

Have a question? Call 1-800-772-6270 to speak with Employer Customer Service personngl.
For TODATY call 1-800-325-0778

"US.\.W Privacy Pelicy | Website Pol & Other Important Information | Site Map \iesg Laraer Text?
Last reviewed or modified ezday Nov 21, 2007

STEP 2: Select the Log In link on the BSO Welcome page. Log In to BSO page.
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W-2 Online

www_socialsecurity.gov

Online Services Availability

» Monday-Friday: 5 AM - 1 AM EST
# Saturday: £ AM- 11 PM EST
# Sunday: 8 AM - 11:30 PM EST

DON'T USE YOUR BROWSER'S
BACK BUTTON

Effective October 2007, your
Personal Identification Number (PIN)
is now referred to as your User ID.

Need to complete your phone
reqistration?

www.socialsecurity.gov

BSO Welceme = Login

ST T Business Services Online

BSO Welcome | BSO Information | Keyboard Navigation

Log In to BSO

User ID:
{formatly r=fem=d to s FIN)
Password: Forgot your password?

{not case sensitive)

| understand that the Social Security Administration {SSA) will validate
the information | provide against the information in SSA's files.
| certify that:

| understand that | may be subject to penalties if | submit fraudulent
information | agree that | am respaonsible for all actions taken with
my User ID.

| understand that SSA may prevent me from using these services if
SS5A determines or suspects there has been misuse of the
services.

| am aware that any person who knowingly and willingly makes any
representation to falsely obtain information from Social Security
records and/or intends to deceive the Social Security
Administration as to the true identity of an individual could be
punished by a fine or imprisonment, or both.

| am authorized to do business under this User ID.
By checking the box below you certify that you have

read, understand and agree to the user certification of
Business Services Online.

O I Accept

Cancel | Login

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time te =peak with Employer Customer
Service perzonnel. For TDD/T T call 1-800-325-0778.

BSO Welcome | BSO Information | Keyboard Navigation

BSO HELP

Step 3: Enter your User ID and password.

STEP4: Select the “I Accept” check box after reading the conditions defined on the Log In to BSO
page. Select the Login button to display the BSO Main Menu page (To return to the BSO
Welcome page, select the Cancel button.).
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SocialSecuity Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Main Menu LOGOUT | BSO HELP
Online Services Availability
o T BT A Welcome, KAMALJIT RANDHAWA
. ;‘:tﬁ::;rf;;:1;:,”1_”E Your password expires on September 15, 2008

Sunday: 8 AM - 11:30 PM ET
Report Wages To Social Security
DON'T USE YOUR BROWSER'S BACK Submit, download or process W-2s and W-Zcs
BUTTON View submission status, acknowledge resubmission notices or
Request resubmission extensions

To use any Business Services

Online, you must first request access , . . .
to that srvice. To request accoss to. V€W File / Wage Report Status with Name / SSN Errors

BSO services, select "Account View report status, errors and notice information
Maintenance”. From the Account
Maintenance page, select "Request ~ §o¢ijal Security Numbers Verification Service
fccessRolESIEEIicesE Request online SSN verification, or
Submit files for SSN verification

Form SSA-1694 Request for Business Entity Taxpayer Information

Submit or update a Business Taxpayer Information form to receive form 1099 for work related to claimant
representation

Account Maintenance
Request, activate or remove access to senices
Re-request activation code for services
Change your password
Update your user registration or emplayer information, or Remaove employer information

Have a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to =peak with Employer Customer
Service perzonnel. For TOD/TTY call 1-800-325-0778.

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

STEP5: Select the Report Wagesto Social Security link.

Report Wages To Social Security
Submit, download or process W-2s and W-2cs
View submission status, acknowledge resubmission notices or
Request resubmission extensions

The system displays the Report Wages to Social Security menu page.
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Social Security Onine Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Report Wages to Social Security LOGOUT | BSO HELP

BS0 Main Menu = Report Wagss to Socisl Sscurity

Online Services Availability
Honday-Friday: S Al - 1 AMET Submit or Resubmit Wage File, W-2 Online, and W-2c Online and View

o Saturday: 5 AM-11 PM ET Submission Status
=« Sunday: & AM - 11:30 PM ET

Resubmission Notice Processing

DON'T USE YOUR BROWSER'S BACK

BUTTON Acknowledge resubmission notices and request resubmission extensions

BSO Main Menu

Have a guestion? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. to 7:00 p.m. Eastern Time to speak with Employer Custemer
Service perzonnel. For TOOTTY call 1-800-325-0778

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

STEP 6: Select the Submit or Resubmit Wage File, W-2 Online, and W-2¢ Online and View
Submission Status link.

The system displays the Submit or Resubmit Wage File, W-2 Online, and W-2c Online
and View Submission Status menu page.

(To return to the BSO Main Menus page, select the BSO Main Menu button.)
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Social Sty Online Business Services Online

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

Submit or Resubmit Wage File, W-2 Online, and
W-2c¢ Online and View Submission Status

BSQ Main Menu > Report Wages to Social Security > Submit or Resubmit Wage File, W-2 Onling, and

LOGOUT | BSO HELP

< Cnline and View Submission

Status

Online Services Availability
« Monday-Friday: & AM - 1 AN ET Submit a W-2 Wage File

e Saturday: S AN - 11 PIET Send an electronic file that contains annual wage data in the EFW2 format. You may submit a new EFW2
submission, an EFW2C submission to correct previous reports, or, if a Resubmission Motice has been received,
resubmit a file that has heen returned because Social Security was unable to process the file successfully. (MNote:
This link should not be used to submit wage reports created using W-2 Online or W-2c Online.

& Sunday: 8 AM - 11:30 PMET

DON'T USE YOUR BROWSER'S
BACK BUTTON

View Submission Status Information

View current status information for previously submitted W-2s.

Create Form W-2 Online

Enter Form W-2
Create. print, and submit your Forms W-2 and Form W-3 for Tax Year 2007. Twenty (20} reports can be entered
at one time.

Resume Unsubmitted W-2s
Continue processing your unsubmitted VW-2s.

Download Submitted W-2s

Download a printable version of your submitted Forms W-2 and Form W-3. This printable version can be saved to
your PC. (This feature is only available for Forms W-2 and Form W-3 created with YW-2 Online within 30 days of
the date of submission).

Create Forms W-2c Online

Enter Forms W-2c
Create. print, and submit your Farms W-2c and Form W-3c for previously submitted and processed Tax Year
2007 W-2s. Five (5) reports can be entered at one time.

Resume Unsubmitted W-2c
Continue processing your unsubmitted W-2cs.

Download Submitted W-2¢

Download a printable version of your submitted Forms W-2c and Form W-3c. This printable version can be saved
to your PC. (This feature is only available for Forms W-2c and Form W-3c created with W-2c Online within 30
days of the date of submission).

BS0O Main Menu

Hawve a question? Call 1-800-772-6270 Monday through
Friday, 7:00 a.m. te 7:00 p.m. Eaztern Time to 2peak with Employer Customer
Service perzonnel. For TODTTY call 1-800-325-0778.

www.socialsecurity.gov BSO Main Menu | BSO Information | Contact Us | Keyboard Navigation

STEP 7: Select the Download Submitted W-2s link.
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Downlead Submitted W-25

Devemboad a pantable version of your submitted Fomis W2 and Form W3, This pantable varsion can be saved 10
your PC. (This featurg is only available for Fooms W2 and Forrm ‘W3 created with W-2 Onhine withen 30 days of the
date of submassion)

The system displays the Wage Reporting Attestation page.

2=, Social Security Online

=i Business Services Online

\Wage Reporting Attestation
User Certification to Query the SSA Business Services Online
| understand that the Social Security Administration (SSA) will validate the information | provide against the information in S5A's files

| certify that | am the individual authorized to conduct business under this PIN and have the authaority to attest to the accuracy of the data and receive employee
wage information for the employer

By selecting the "| Accept” button, you certify that you have read, understand and agree to the user certification of Business Services Online

[ 1Accept | [ IDONOT Accept |

STEP 8: Select the | Accept button after reading the conditions defined on the Wage Reporting
Attestation page. The system displays the W-2 Online Download for Tax Y ear 2008 page.

(To return to the BSO Main Menu page, select the | DO NOT Accept button.)

Social Security Administration Page 41



BSO Tutorial — Tax Year 2008 W-2 Online

el Social SecurityOnline

B

“ii* Business Services Online

W-2 Online
Download for Tax Year 2008

Right-click on the WFID {or tab to it and press Shift + F10) and select Save 4s to download your W-2 /W-3 file. Depending on your computer's configuration, this download could
take 5 minutes or longer. You will need Adobe Acrobat Reader to print your Forms W-2 and Form W3, Acrobat Reader version 5.0 is recommended. If this software i not
installed on your computer, fallow this link to download it from Adobe's free download page

Note: You can also open the file in Acrobat Reader from its current location without downloading it. To open the file from its current location, left-click on the WFID
{or tab to it and press Enter).

WFID Date Submitted Purge Date
kw460, pdf 0B/05/2008 02/04/2008
KWS461.pdf 08/05f2008 02/04/2008
kw482, pdf 08/13/2008 09/12/2008

KWSE545, pdf 08/18/2008 0%/17/2008

B50 Main Manu

STEP 9: Right-click the WFID link you wish to download (The system displays the W-2/W-3 in
Adobe Acrobat Reader).

STEP 10: Select the Save Target As option from the browser menu to download the file onto your

computer. If you wish to view the file before choosing to save, instead select Open in
New Window.

Adobe Acrobat Reader is required to view your downloaded wage file. If you do not have
Adobe Acrobat Reader on your computer, you can download it by pointing your browser to
http: //www.adobe.com.

STEP 11: Select the BSO Main Menu button to return to the BSO Main Menu page.
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